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This docunent contains validated activities and ccnpetenciee needed 
by information professionals working in a database distributor/service 
organization. The following (^rational definition of coinpetency was 
developed: 

A ocapetcncy is a goieric knowledgief skill or attitude c£ a person 
that is casually related to effective behavior as descnstiated 
through eiteniBl perfonraoe eriteriSf itare: 

• Inoirlsdge is honring inforaation about^ knaringf inderstandingf 
being acquainted witlif being amre of ^ hoviig eipericnce off or 
being fiwillar with svethingf mmaw, or how to do sowthing. 

e Skill is the ability to use one's knowledge effectively. 

e Dttitude is a ■ iil n1 or fnllcml a ppr o scfa to soBethingt or 
soBeone* 

Me have identified several types of knowledge that are necessary to 
perfonn infomation work satisfactorily as follcMs: 

• Basic knowledge in such areas as languaqef canmunicationr 
arithmetic qperationSf etc. 

• Siihjflrt- knowledg e of primary subject fields of users served 
sudi as medicine^ chemistry, law, etc. 

• Library and Information work env4 rnnmenl^s such as the 

information community » its participants and their social » 
eccncmic and technical interrelationahipsr etc. 

• Knowledge of wha» vrffrV <b «Vw» such as JiB activities required 
to provide services and produce products^ etc. 

• Rnrwledge of rtie organiaatinn or uaer ctummity served such as 
the mission f goals » and objectives of the user or the 
organizaticDf user's information needs and requirement Sf etc. 
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Ihere appear to be three kinds of skills necessary to perform 
infomaticn %iork satisfactorily including: 

• Basic rtills such as ccgnitive, ccnimiiicaticn, analyticalr etc. 

• siciiig ri»iAt:ed t^n each qpecif ic ngt-jvihy being performed such 
as negotiation of reference questicnsr evaluation of search 
outputs, etc. 

• Qfcher ricills gudi as managing time effectively, budgeting and 
making projections, etc. 

Attitudes of information professionals are found to be extremely 
important to work performance. He have found it useful to subdivide 
attitudes into: 

• DifyofiiMnnal ai^titiud^ toMird one*s profession, the organiTa- 
ticn served, one's work organization, and other people such as 
users and co-workers. 

• Personaiify irait-g/qtMHi-ig^ft such as confidence, inquisitive- 
ness, sense of ethics, flexibility, etc. 

• Aj-i-li^iAfi rAijihfiri i-ft jf^^ric/organization such as Willingness 
to accept responsibility, wiljuingness to learn, desire to grow, 
etc. 

Hie activities and competencies are organized according to the 
functions yitiidtt information professionals perform, and by professional 
level as displayed in Figure 1. The competencies are cunulative across 
professional level, i.e., conpetencies of mid-level professionals include 
mtries shown at the mid-level as well as those at the entry level, etc. 

It is ^*^rtant to understand the distinction between fuiKtions 
performed and positions or job titles. Our rationale bdiind the functional 
i^roadi was that we were more concerned with \ibat information profession- 
als do than with what they are called. In a single-person library, 
therefore, the information professional will undoubtedly perform more than 
a sir.gle function. In using and interpreting the competency data in this 
docunentr it is important to consider the functions being performed by 
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professionals and the activities being performed to determine which 
ccnqpctencies are i^r^riate. The functions were not broken down for 
professionals working in database distributor/service organizations. 

Three professional levels were defined as follows: 

• entry level (up to 3 years of professional esqperience) 

• mid level (4-9 years of professional experience) 

• senior level (10 or more years of professional e^^ri&tce) . 

The activities performed are listed first and niinbered sequen- 
tially. The actual assignment of individual activities to subcategories of 
the major activities and to the functions varies from one worksetting to 
another. The organization of activities that we developed provided us with 
the "best fit" case. Indented and unnunbered activities are essentially 
paraprofessional activities whichr in snail organizations, may be performed 
by professionals. 
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MXiVlTUS 



DATABASE nLSTRLBimXR/S^NlCE Wm LEVEL 



1. Maintain recx^rd of receipt of ma^ietic tapes f ran database producers 

2. Work with data processing staff to coordinate the regular accessing of 
tqpes received 

3. Participate in database testing and file rebuilding 

4. Assist mid level staff with procedures, docunentation and ccnnunication 
to support and control regular receipt of tapes f ron database producers 
and to resolve any minor problems i^idi may arise 

5. Assist mid level staff with procedures, docunentation and coramnication 
to support and control shipment of processed tasges to renote seard) 
centers and to resolve any minor prc^cms yibidtt may arise 

6. Assist mid levd staff in developing and editing the master index file 
(a to61 to help users d3termlne which databases to search) 

CUBtflBCt SUBBaCt 

7. Assist senior staff with procedures, documentation and comnunicaticn to 
sui^rt the Iniaen^ntaton of regular and special training classes, 
refresher workshops and eystcui demonstrations 

8. Train users in the basics of computer retrieval, etjuipnent operaticm, 
neb^rk protocol, system protocol, search languages, query formulation 
and in the characteristics and searching requirements of specific 
databases 

9. Ans»ier customer service phones and provide users with tednical advice 
and assistance in problem identification, search strategy, equipnent 
operation, etc. Whenever an immediate response cannot be given, 
consult esqperts and|/or investigate the problems provide a pronpt reply 
to the user 

10. Respond promptly to users' questicns/comnents entered in an online 
conments file or received as correqxxidence 

11. Ehter news for eysten users in the online news files 

12. To support current awareness services, nn stored seardi formulitions 
at ^)ecif led intervals 

13 « Prepare all offline printouts for mailing/delivering 
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ACTIVITIES 



DKEAEASE DISTOIBtTTOIV/SBWlCE 



BmV LEVEL 



CUfitaror gUPPort fomt'd) 

14* Fbrward all online orders for articlee/docuRients to the appropriate 
suppliers (database producers or independent suppliers) , if required 

15. Assist mid level staff in develqping and testing practice files for use 
ail training aids 

16. Suggest W2r/s in irtiich the eystcro may be made more i^r-fri&idly 



17. Participate as a team member in staffing esdiibits and demonstrating the 
system at E^rofessicnal meetings and ocmferences 

18. Assist mid level staff in investigating problems related to charges to 
users and royalt/ payments to database producers 

19. Participate in croes-^educaticn of staff by filling out and distributing 
staff alert forms describing new information discovered about the 
system, specific databases, specific types of equipment, 
teleconmunications systems, etc. 

20 « Perform qpecial studies, as assigied 

21. CJonduct business by plraie, %«henever appropriate 

22. Write memos and letters,^ as required 

23. Maintain a record of ^rk performed and prepare a monthly report of 
activities 

24. Prepare manuals of procedures 

25. Make recoinnendatic»is to the section manager for improvement in 
operatiais of the section 

26. Attend and i^rticipate in staff meetings 

71. Provide an overview of the operations of the section to visitors, as 
requested 

28. Si;pervi8e tedinicians and other paraprofeesional staff 

29. Work to develop *eq;>rit de corps* among staff siqpervised 

30. Assist section manager In writing job descriptions fat self and for 
staff siqpervised 



other 
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ACTIVITIES 



TXOBfSE DLsnnasxjuaB/smrLCE n/trsa level 



other fcont'd^ 

31. Assist section manager tn developing performanoe standards for self and 
for staff supervised 

32. Assist section manager in the review and performance evaliiatlon of 
staff supervised 

33. Assist in the selection of nei^ tecbnicians and paraprofeesioneds 

34. Keep abreast of developnents in the information field and online 
retrieval, distribution c£ databases, telecoomunioations nebrorks, and 
mlcroconputers 

35. Attend professional meetings and prqare reports for dissemination to 
staff 

36. Develop professional contacts both within and outside tbe parent 
orgaiiization 



DATABASE DISmBinDF^/SFSVICE MID LEVOi 



PB^ha^y ProoeBflina 

37. Keep abreast of industry-wide standards for online databases 

38. Work with senior data processing staff to ensure that established 
standards are maintained in online files processed and distributed by 
the service 

39. Assist data processing staff in writing the technical qpeclficaticns 
for conversion of data sqpi^iled by database producers into the fonnat 
compatible with the service's retrieval s/stem 

40. Identify additional processing of data %^icfa could result in increased 
seard) capabilities 

41. Work with data processing staff and section staff to develop procedures 
Tor database testing and file rebuilding 

42. Coordinate all activities related to database testing and file 
rdxiildlng by section staff 
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MXiVlTUB 



DATABASE ULSTRIBIJSOB/SEEfJKS 



MID LEVEL 



mmhuao ProoeBfllno fcont'd) 

43. Ooocdiiuite all activities related to the regular rec ipfc of t2qpe8 from 
database producers and resolution of minor pcoblC-iB associated with 
these activities; refer major pcoblens to senior staff 

44. Coordinate all activities related to the regular ahipnent f£ processed 
tapes to remote search centers and resolution of minor problems 
associated with these activities; refer major problems to senior staff 

45. Coordinate the developnent and editing of the master index file ^ 
section steif f 

CiiBtaner Snaport 

46. Function r>e editor and diief writer of all manuals for system users and 
other technical docunentation describing the database service (monthly 
newsletters, podcet guides, fact dieets, inf(M3nation brochures, etc.) 

47. NbrK with apt>ropriate organization/contract personnd to .i:ange for 
printing of all system documentation; arrange for d^.rlbution as 



48. Coordinate all activities related to enrollment of new users of tlie 
service (distribute inforinetion packages, process applications, review 
equipnent configurations, assigi user codes input and test codes, 
arrange for teleoonnunications linkages, etc.) 

49. Develo^^ and conduct training classes in advancea search tedmigues 

50. Develop and maintain oqpertise in the knowledge and use of databases in 
Eqpecif ic subject areas 

51. Develop and conduct advanced training classes for users of databases in 
the selected subject areas 

52. Mork with data processing staff and section staff to de^/elnp and test 
practice files for use as training aids 

flyatm Adnlnigtraticn 

53. Use cr^puter software packages to provide the section manager with 
regular and on-demand statistics and management inf^onation reports 

54. Run ocmputer programs which ccnpu*-^ the monthly bills for database 
service users and the monthly royalty/usage charges for database 



required 



pcoAuoers 
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AcnvniES 



EATABtVSE OdSTOIBimKV^SBtVICE MID LB/tL 



flygtan Adnlnlafcratlen feont'a 

55. Fbrward the billing/obligation cbta to the eqpproprlate fiscal control 
offloe/agent 

56. Coordinate investigation of all problems related to charges to vaere 
and rqj^ty payments to database producers; draft oorre^ondence for 
the section manager's sicpatuce 

57. Assess performance of existing equicnent/systems/services used by 
section steiff and investigate amiabilities of other equ^;inent/Gystfime/ 
services 

58. Reooninend acquisition of new/adciitional equipoent/aystem^/seEvices 

59. Train staff in operation and in-4x>use maintenance of equ^pment/aystems 

60. Supervise in-^x)use operation and Tnaintenance of equipnent/systeDos 

61. Gather Information for maintenance wontracts on equipnent/eystems 

62. Draft statements of work for contract proposals for services^ fiystens, 
equipment an^^or maintenance 

63. Evaluate contractors' proposals 

64. Train and supervise entry level staff 

65. Assist 'n the selection of nr fessional staff 

66. Write articles foi: profess! ' ^oumals/hewkJletters iihen apE»:opriate 



DATAEASE DISIBmjrOB/SEPVlCB SESIOR LEVOi 



flaooiag 

67. Nbric with org^zational staff to identify databases whid) ahould be 
considered for inclusion in or addition to the database service 

68. Oontract for/conduct market surveys to identify the potential need, 
demand for and response to distribution of the varicNis databases 

69. Reconmiend modification of the list of databases considered for 
distribution based on analyses of market survey results 

ERIC 5 14 



MSIVITIES 



DATABASE mSTRl bl/ TOiV^SERVICE SBHOR LEm 



Planning foont'd) 

70. Nbrk with mid level staff, data processing staff and representatives of 
database producers to Identify the technical requirements for data 
BiapplieA by the individual producers 

71. Work with representatives of the database producers to determine 
prellininaiy policies, procedures and estimated diarges related to 
distribution of the individual databases 

72. Work with legal/oontract personnd to prepare, negotiate and monitor 
the OGntracts to support distribution of and reimbursement for the 
supplied data 

73. Work with appropriate staff at remote search o«iters to develop 
policies and {»:ocedures for operation of the nervioe at the remote 
centers 

74. Work with mid level staff, data processing staff and representatives of 
the teleconmunications networks to identify the technical requirements 
for accessing the service's retrieval system via the available networks 

75. Work with the representatives of teleconmunications aystems to 
determine preliminary policies, procedures and estimated charges 
related to use of their networks 

76. Work with legal/oontract p .rscnnel to prepare, negotiate and monitor 
the contracts with the various teleconmunications networks 

77. Identify sijqppliers of articles and docunents «^ will accept orders 
online for cited materials 

78. Work with legal/oontract personnd to prepare, negotiate and monitor 
the oontracte/agreements with the various docunent suppliers 

79. Estimate the costs which must be charged to users of the seivioe in 
order to cover costs and make a profit 

80. Work with marketing staff, as required, in developing the marketing 
8trat<igy for the database service and in preparing ads and 
docunentaticn for pote«cial customers 
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DNEABASE DISnUBimVSERVICE SSaOR LEVEL 



81. Ooordinate final validation testing of new system capabilities 

82. Work with appropriate personnel to resolve major procedural problems 
related to receipt and processing of tapes from database producers and 
ahlpnent of processed tiqpes to ranote sc^^'ch centers 

83. Plan and coordinate all training activites and system demonstrations 
for the database service (includes training of both information 
professionals and end-users, iipdste workdMps, and seminars on advanced 
searching tecliniques, ^ecific databases, and databases in ^cific 
subject areas) 

84. Plan and develop the objectives and general outline for ead) training 
progran/demonstration with the assistance of section staff 

86. Monitor and evaluate all tf^aining activities and eystcm demonstrations 
by direct observation and fcy review of attendees* written evaluations. 

86. Advise section staff of ways in which th^ may improve training 
sessions, documents, imd exercises 

87. Obtain input from users regarding changes to andj/or improvements in the 
database service whidi they would reconmend 

Other 

88. Arrange with the individual database producers to provide database 
training for selected staff of the service and to review docunentatim 
on the individual databases prepared ty the service's staff 

89. Prepare a listing of databases protected by copyright. Draft 
docunentation advising aystem users to obtain oocyric^ clearances from 
the individual copyrig^ holders lAien required 

90. Represent the database service as an official spokesperson at 
professional meetings and conferences 

91. Function as a technical expert in all matters related f:o daily 
operations of the database service 

92. Draft section procedures and pcdicies; draft revisions as required 

93. Flowchart and docunent section procedures 

94. Assist section manager in on-going aystems analysis of the sectior 
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MJIVITIEB 



DKCABASE DISERIBim/SESVICE SENIOR LEVQi 



Other /QonU'd^ 

95. itedyze statistics of section cperaticxis and prepare draft statistical 
reports 

96. Train and supervise mid level staff 

97. Asjist secticxi nanager in preparing the annual budget for secticm 
operations 

98. Function as section manager in his/her absence 
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DKEABASE DESHOBinDR ENRV LEVEL 



knowledge related to literacy, ntineracy, oanrnnications, etc. 
Subject kntMledgg 

knowledge of the primary subject fields of users served (e.g., 

medicine, chonistiy, law, etc.) 
knowledge of foreigi languages 

Information Science Khowledqe (Generic) 

knowleC e of definition, structure, and foonats of Information 
knowledge of alternative aiproaches to the organization of Information 
knowledge of alternative approaches to retrieval of Infoonation 
knowledge of alternative approaches to information management 
knowledge of availiUale and emerging information technologies and their 
^applications 

knowledge of completed and ongoing research in the field and its 

applicability to practice 
knowledge of career opportinities 
knowledge of how to learn on an ongoing basis 

BlWlgdqe ffbput Information work environments 

knowledge o£ the e^qganding information oommnity, its participants and 
their interrelationeM{» (social, economic, technical, etc.) 

knowledge of the variety of work settings and their organizational 
structures 

knowledge of tra fwctions performed within the various tiork settings 
and the services and products offered 

kiiowledge of the users of the services and products, their character- 
istics and information habits 

Knowledge of what work 1b done 

knowledge of the datsbise distribution ftnctions* the range of services 

and products offered (both actual and potential) 
knowledge of the activities that are required to offer the services and 

produce the products 
knowledge of the various resources that ar^ necessary to support the 

activities 

knowledge of tools w^porting use of the database service 
knowledge of methods and techniques of online re::ricwal 
knowledge of perfonnance wqpected and how it can be measured 
knowledge of job responsibilities and workliig conditions (e.g., range 
of duties, probable oospensaticnf benefits, etc. ) 
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EMCABASE DtSIKIBUTOR BtUSY LEVEL 



tewladaft of hew to do worlc 

knowledge of how to perform the various activities 

knoiirleclge of how to use tiie tools of the database service 

knowledge of how to apply the methods and techniques of cmline 

retrieval and database testing 
knowledge of public relations tedmiques 
knowledge of personnel procedures 

KhfMli*^ »f fJ^A »ryn<^^^m mfl ffpeciflc work tmlt 

knowledge of the mission, goals and objectives of the organization 
knowledge of the structure of the organization and the role of the 

section within the organization 
knowledge of the various projects and key personnel within the organi- 
zation 

knowledge of the policies and prooedjres relevant to section operations 
knowledge of the various resources available within the organization 

(e.g. personnel, equ^ment, etc.) 
knowledge of the users' Information needs and requirements 



DATABASE DISIWBlirOR MID LEVEL 



greater dsB^M of knowledge edified above 

knowledge of the operations of other sections in the organization and 
how they relate to supportlnc the daily operation of the ditabase 
service 

knowledge in greater depth in ^lecific subjects and in databases in 

those subject areas 
knowledge of standards for online ditabases 

knowledge of the contracting process, both In general and within the 
organization 

knowledge of evaluation methods and tednlques to evaluate systems, 
services and products 
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EKEABASE ULSTRLBUTCIR SESIOR LEVEL 



greater depths of knotrledge specified above 

knowledge of statistical description, analysis, interpretation and 
presentation 

knowledge of available databases and td.eocninunlGBtlons nett^orks to 

si^pport viable operation of a database service 
knowledge of the costs associated with resources (naterials, personnel, 

space, etc.) 

knowledge of cost analysis and interpretation methods 
knowledge of methods of resource allocation 

knowletlge of standards, measures and methods for evaluating personnel 
knowledLie of alternative nanagenmt structures and their inpHcations 

for ^he operation of the section 
state-of>the-art knowledge of research and practice in database 

distribution 
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DATABASE UlSTRISmaR QUBY LEVEL 



llteiacy, numeracy, cx)9iltlve, analytical, oGnnunlcatlais, etc. 

gclllB RAliifed to Specif Ic Actlvliiies 

Ability to: 

perf oru) each activity 
teadi adults 

use oonfMiter and teleoGoininications equifnent with ease 
perceive the infor ntion needs of the data user 
establish riqpport with colleagues 
OGninunicate well by written, verbal and noit-^rbal means 
collect, analyze and interpret data 

mke decisions and reoonnendations based on available information 

work independently and in groups 

develop criteria for evaluation 

make effective, timely, and well-infonned decisions 

isolate and define problems and develop the necessary criteria and 

action for their solution 
manage time effectively 
conduct an interview 
supervise staff 



DATABASE DISTRIBtTTOR 



Skills Related to BiA Specific Activity 

.Icills listed above are developed to a greater extent 

oQcnmnicate with data processing staff on a tedmical level 
conduct meetings with individuals and groups 
arbitrate and negotiate 
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DATABASE DISIRIBinOR SQUQR 



Skills listed above are developed to a greater extent 

anticipate long-range needs of the section and of the organization 
desigi fiystems and procedures to Inprove operations of the section and 

of the organization 
sp£iLy methods of measurement and evaluation 
budget and make projections 

optimize the use of organizational and section resources 
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EATABASE DISTRIBUIOVSESVICB 



Dtspofiltlonal Attitiuctes 

Attitiudefi Vamr6 Inatthutions 

Respect for profession 

Respect for the section 

Respect for the parent organization 

Attitudes Itaward Other People 

Toward Hsers 

Respect users 

Like people in general 

Like to help pe<^le 

Like to meet people 

Like to make others feel comfortable 

Sensitive to others* needs 

Toward Others in the Workplace 

Respect co-^rkers 

Like to work with others/as a team 

Like to work on own 

Willingness to draw upon and share knowledge and e^^rience with 

others 
Si^jportive of co->^rkers 
Enjoy managing/supervising rchers 

Personal Oualittes 

Alertness 

Assertiveness 

Ooinpaosicn/tCindiess 

Oonfidence 

CSieerfulness 

Depaidability 

Determlnatiof\/ltenacit^ 

Diplomacy 

Bnotional stability 
Fairness 

ElexabilityAersatility 
Invagination 
Inquisitiveness 
Leadership ability 
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Personal Qualities roont'd^ 
Neatness 

Need for achicvaneit 

Objectivity 

Open-mindechess 

Optimisnv^sitive attitude 

Organization 

Patience 

Physical endurance 
Resourceful 
Sensitive/Uioughtful 
Sense of honor 
Sense of ethics 
Tolerance 

Attitudes Related to JobAJork/Organization 

Individual should demxistrate: 

Willin^iess to take/accept responsibility 
Willingiess to take initiative 

Willingess to respond to authority, apply and follow policy 
Realization that there is no sin^e "ri^t^ way to achieve the goals of 

the secticcvorganization 
Desire to lean>/try 
Willin^iess to fail 
Willin^iess to eisk questions 
Desire to work to best of ability 
Ret^pcnsiveness to time constraints 
Acxnuracy 

Willin^iess to get hands dirty 
Attention to detail 
Willingfiees to do clerical tasks 
Desire to follow-^throu^ 
Service orientation 
Organizational identity 

Willingiess to pronK>te parent organization and its services 

View of parent organization as part of a larger information afiviroiment 

Ability to see broad picture 

Ability to sacrifice chort-term gains for long-term goals 

Political sense 

Curiosity 

Variety of interests 
Desire to grow personally 
Desire to grow professionally 

Desire to ranain current in specific and general subject field 
Positive attitude toward job 
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